
ASSIGNMENT 2
Textbook Assignment: "Copy Prepara t ion"  chapter  1 ,  pages 1-50 through 1-71;  and

" A u d i o v i s u a l  P r e s e n t a t i o n s , "  c h a p t e r  2 ,  p a g e s  2 - 1  t h r o u g h  2 - 3 1 .

2 - l . What type of screen should you
p l a c e  i n  d i r e c t  c o n t a c t  w i t h  f i l m
emulsion when making a half tone?

1. Wire
2. Glass
3. Acetate
4. Hal f tone

2-2. Where in  re la t ion  to  the camera and
t h e  n e g a t i v e , should you place a
g l a s s  h a l f t o n e  s c r e e n ?

1. I n  d i r e c t  c o n t a c t  w i t h  t h e  f i l m
2. Between the f i lm p lane and the

lens
3. Between the f i lm p lane and the

camera
4. I n  d i r e c t  c o n t a c t  w i t h  t h e

camera lens

2-3 . What  reso lu t ion  shou ld  you se lec t
when scanning copy through a grey
s c a l e  d i g i t a l  s c a n n e r ?

1 . 1 X
2 . 2 X
3 . 3 X
4 . 4 X

2-4. What  s i tua t ion  c reates  a  moi re
p a t t e r n ?

1.

2.

3.
4 .

Ant i -newton r ings  on the
h a l f t o n e  s c r e e n
Over lapp ing two d i f fe rent
p a t t e r n s
Rescreen ing a  ha l f tone image
Over lapp ing two d i f fe rent
p a t t e r n s  a n d  r e s c r e e n i n g  a
h a l f t o n e

2-5. You should prepare a mechanical on
what  type o f  mater ia l?

2-6 .

2-7 .

2-8 .

2-9 .

2-10.

Where on or in a mechanical should
y o u  p l a c e  t h e  i n s t r u c t i o n s  t o  t h e
p r i n t e r ?

1. On the over lays
2. In  the work  area
3. I n  t he  bo rde r  a rea
4. On the back of the mounting

board

Why should you remove every stray
mark from cont inuous-tone artwork?

1. St ray  marks  appear  as  red l ines
i n  t h e  f i n i s h e d  p r o d u c t

2. St ray  marks  confuse the  pr in ter
3. Only stray marks appear
4. A l l  s t ray  marks  appear

Desktop pub l ish ing  programs tha t
o u t p u t  d i r e c t l y  t o  i n k j e t  p r i n t e r s
are  an e lementary  fo rm of  d ig i ta l
p r i n t i n g .

1. True
2. F a l s e

Reproducing half tone copy from
c o n t i n u o u s - t o n e  o r i g i n a l s  i n  f u l l
p r o c e s s  c o l o r  r e q u i r e s  w h a t  t o t a l
number  o f  p la tes?

1. F i v e
2. Two
3. Three
4. Four

Through what  dev ice  shou ld  you
photograph each co lor  in  a
m u l t i c o l o r  p r i n t i n g  p r o c e s s ?

1. Mats
2. F i l t e r s
3. Screens
4. Templates

1. Ace ta te
2. Const ruc t ion  paper
3. I l l u s t r a t i o n  b o a r d
4. A l l  o f  t h e  a b o v e
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2-11. When you photograph color images
through a  ha l f tone screen,  what ,
i f  a n y t h i n g , happens when you
r o t a t e  s c r e e n  p o s i t i o n s ?

1 . T h e  c o l o r  p r i n t  c o n t a i n s  a
d i a g r a m  d o t  p a t t e r n

2 . F i l t e r s  a r e  c h a n g e d  t o  p r o d u c e
t h e  d e s i r e d  c o l o r s

3 . Some dots overlap and some
p r i n t  s i d e - b y - s i d e  t o  p r o d u c e
s e c o n d a r y  a n d  t e r t i a r y  c o l o r s

4. Nothing

2-12. What  co lor  p rocess te rm denotes  a
s i m p l e  b l a c k - a n d - w h i t e  i l l u s t r a t i o n
w i t h  a  r e g i s t e r e d  c o l o r  o v e r l a y
t h a t  c o n t a i n s  i n s t r u c t i o n s  t o  t h e
p r i n t e r ?

1. Spot
2. F l a t
3. P rocess
4. Ove rp r i n t

2-13. What combinat ion of colors
exempl i fy  a  t rue  duotone?

1. P ink  and red
2. B lack  and grey
3. B lue and green
4. L igh t  b lue  and dark  b lue

2-14. W h a t  i s  t h e  p u r p o s e  o f  r e g i s t e r
marks on overlays?

1. T o  k e y  i t  t o  t h e  m a s t e r
2 . To show areas for tr imming
3. T o  i n d i c a t e  a r e a s  f o r  r e d u c t i o n
4. T o  i n d i c a t e  a r e a s  f o r

en largement

2-15. What  ac t ion  shou ld  you take  to
avo id  moi ré  when lap  reg is te r ing
p a t t e r n s ?

1. Avo id  the  over lap
2. Opaque the over lap
3. C u t  o u t  t h e  o v e r l a p
4. D raw  a  r ed  l i ne  t o  cove r  t he

over lap

2-16. Where shou ld  ed i to r ia l  marks  be
made?

1. On a  separate  sheet  o f  paper
2. On a  separate  over lay
3. On the manuscript
4. On the proofs

2-17.

2-18.

2-19.

2-20.

What should you use to separate
mul t ip le  er ror  marks  f rom the same
l i n e  o f  t e x t ?

1. Commas
Hyphens2.

3. Semicolons
4. D i a g o n a l  l i n e s

What symbol or l ine should you use
t o  i n d i c a t e  e r r o r s  i n  t h e  b o d y  o f
t e x t ?

1. S l a s h
2. Ca ro t
3. C a r r o t
4 . A  l o n g  l i n e

W h a t  i s  t h e  d e f i n i t i o n  o f  a  n u t ?

1. 1  ee  space
2. 1  en space
3. 1 em space
4. 1 mm space

To avoid confusion, how should you
mark  copy  w i th  ins t ruc t ions  to  the
p r i n t e r ?

1. U n d e r l i n e  n o t a t i o n s
2. Make nota t ions  in  red
3. C i r c l e  y o u r  n o t a t i o n s
4. A t t a c h  a  s h e e t  o f  n o t a t i o n s  t o

c o p y

2-21. When deve lop ing  t ra in ing  a ids ,  you
s h o u l d  d i s c u s s  w h i c h  o f  t h e
f o l l o w i n g  f a c t o r s  w i t h  t h e
o r i g i n a t o r ?

1. In tended message
2. Lec tu re  pads
3 . Viewgraphs
4. S l i d e s
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2-22. What are the two major types of
t r a i n i n g  a i d s ?

1. Dynamic and stat ic
2. M a n i p u l a t i v e  a n d  s t a t i c
3. Demonstrative and dynamic
4. Manipulat ive and demonstrat ive

2-23. T r a i n i n g  a i d s  u s e d  f o r  s k i l l s
i n s t r u c t i o n  a r e  r e f e r r e d  t o  a s  w h a t
t y p e  o f  a i d ?

1. Fundamental
2. Man ipu la t ive
3. Demonstrat ive
4. In format iona l

2-24. T r a i n i n g  a i d s  d e s i g n e d  t o  p r e s e n t  a
s e r i e s  o f  i d e a s  o r  s t e p s  i n  a
p rocess  a re  r e fe r red  t o  as  wha t
t y p e  o f  a i d ?

1. Fundamental
2 . Manipu la t ive
3. Demonstrat ive
4. In format iona l

2-25. Which  o f  the  fo l lowing t ra in ing
a ids  are  dynamic  in  nature?

1. S l i d e s
2. P o s t e r s
3. Cartoons
4. Animation

2-26. A lec ture  pad is  an example  o f  what
t y p e  o f  t r a i n i n g  a i d ?

1. Demonst ra t ive  a id
2 . Manipu la t ive  a id
3. Dynamic aid
4. S t a t i c  a i d

2-27. What  is  the  pr imary  purpose o f  a
p o s t e r ?

1. To reach a  la rge aud ience
2. T o  a t t r a c t  a t t e n t i o n
3. To covey a message
4. T o  a t t r a c t  a t t e n t i o n  a n d  t o

convey a message

2-28. W h a t  k i n d  o f  t r a i n i n g  a i d ,  i f  a n y ,
can be produced wi th  on ly  a  la rge
pad of paper?

1. Lecture  pad
2. Animation
3. S l i d e
4. None

2-29. When le t te r ing  lec ture  pads,  wh ich
of  the  fo l low ing  gu ide l ines  shou ld
h e l p  i m p r o v e  l e g i b i l i t y ?

1. Use caps and lowercase le t te rs
2. Add space between words and

l e t t e r s
3. Conf ine  the  copy to  shor t ,

d e s c r i p t i v e  t e x t
4 . A l l  o f  the  above

2-30. To  p repa re  c l ea r ,  conc i se  l ec tu re
pads conta in ing  on ly  tex t ,  what
technique should you use?

1. Use a l l  caps
2. Use  a l l  l owe rcase  l e t t e r s
3. L i m i t  t h e  s u b j e c t  t o  a  m a j o r

t o p i c
4. Color code main ideas and

t o p i c s

2-31. What  func t ion  is  served by  p lac ing
a sheet  o f  paper  under  the  page you
a r e  c u r r e n t l y  l e t t e r i n g ?

1. Prevent ing  in format ion  f rom the
fo l lowing page to  b leed th rough

2. Inser t ing  more in format ion  a t  a
l a t e r  d a t e

3. A i d i n g  i n  p l a c i n g  t i t l e s ,
margins, a n d  t e x t

4. Avoiding smudging the chart

2-32 F o r  a n  o r g a n i z a t i o n  c h a r t  t o  b e
e f f e c t i v e , you shou ld  d raw i t  to
show which of the fol lowing types
of  in fo rmat ion?

1. Span o f  cont ro l
2. F u n c t i o n a l  r e l a t i o n s h i p s
3. A u t h o r i t y  a n d  r e s p o n s i b i l i t y
4 . A l l  o f  the  above
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IN ANSWERING QUESTIONS 2-33 THROUGH 2-36,
SELECT FROM COLUMN B THE TYPE OF
ORGANIZATION CHART USED FOR THE PURPOSE IN
COLUMN A. RESPONSES IN COLUMN B MAY BE
USED MORE THAN ONCE.

A. PURPOSES B. CHART TYPES

2-33. E s t a b l i s h  b a s i c 1. S t ruc tu re
c o n t r o l  r e l a t i o n -
s h i p s 2. Funct iona l

2-34. I n d i c a t e  f u n c - 3. P o s i t i o n  o r
t ion of com- b i l l e t
ponents assignment

2-35. E s t a b l i s h  r e p o r t -
i n g  r e s p o n s i b i l i -
t i e s

2-36. I d e n t i f y  b i l l e t s

2-37. Organ iza t ion  char ts  shou ld  meet
wh ich  o f  the  fo l lowing
requ i rements?

1. Show greater  deta i l  on
s u b s i d i a r y  a c t i v i t i e s

2. Show s impl ic i ty ,  comple teness,
u n i t y , a n d  c l a r i t y

3. Combine d i f fe rent  types o f
in format ion

4. Conform to a format

2-38. To avoid confusion when making an
o r g a n i z a t i o n  c h a r t ,  w h i c h  o f  t h e
fo l lowing ac t ions  shou ld  you take?

1. A v o i d  c r o s s i n g  l i n e s  o f
a u t h o r i t y

2. Make a l l  b locks  the  same s ize
3. U s e  a s t e r i s k s
4. Use co lored ink

IN ANSWERING QUESTIONS 2-39 THROUGH 2-42,
SELECT FROM COLUMN B THE PRINCIPAL POINTS
THAT MATCH THE DEFINITIONS IN COLUMN A.
RESPONSES IN COLUMN B MAY BE USED MORE
THAN ONCE.

A. DEFINITIONS B. PRINCIPAL POINTS

2-39. E l iminat ing 1. Completeness
complicated
elements 2 . S i m p l i c i t y

2-40. W e l l - b a l a n c e d 3 . Symmetry
arrangement

2-41. I n d i c a t e 4 . Unity
c l a r i f y i n g
s ta tements
and date

2-42. I n t e r r e l a t i n g
components

2-43. When drawing a structural
organ iza t ion  char t ,  what  method
shou ld  you use to  ach ieve  un i ty?

1. Make a l l  b locks  one s ize
2. Make b locks  propor t iona l  in

s i z e
3. Make each b lock  re la te  to

another  b lock
4. Make l ines  o f  au thor i ty  smal le r

t h a n  b l o c k  l i n e s

2-44. I n  s o m e  f u n c t i o n a l  c h a r t s ,  t h e
b l o c k s  f o r  l o w e r  e c h e l o n  l e v e l s  a r e
made la rger  than the  b locks  fo r
h i g h e r  e c h e l o n  l e v e l s . For what
r e a s o n  i s  t h i s  d o n e ?

1. To ba lance the char t
2. T o  u n i f y  a n d  c l a r i f y  t h e  c h a r t
3. To make the char t  eas ier  to

read
4. To prov ide space for  wr i t ten

d e s c r i p t i o n s

2-45. Author i ty  l ines  shou ld  be drawn as
w h a t  t y p e  o f  l i n e s ?

1. Hidden ver t i ca l  o r  d iagona l
2. S o l i d  h o r i z o n t a l  o r  d i a g o n a l
3. S o l i d  v e r t i c a l  o r  h o r i z o n t a l
4 . H i d d e n  v e r t i c a l  o r  h o r i z o n t a l
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2-46. To make an organizat ion chart
b e t t e r  l o o k i n g  a n d  e a s i e r  t o  r e a d ,
you shou ld  take  wh ich  o f  the
fo l lowing ac t ions?

1. Lay i t  ou t  w i th  nonreproduc ib le
b l u e  p e n c i l

2. C rea te  a  l egend  f o r  d i f f e ren t
l i n e  r e s o l u t i o n s

3. Use  a  heav ie r  l i ne  we igh t  f o r
t h e  l i n e s  o f  a u t h o r i t y  t h a n  f o r
the  b locks

4. Use  a  heav ie r  l i ne  we igh t  f o r
t h e  l e t t e r i n g

2-47. What k ind of  subdivis ion on
s t r u c t u r a l  c h a r t s  i s  s h o w n  w i t h
d o t t e d - l i n e s  ( . . . . . . . . ) ?

1. E x i s t i n g  p a r t  t i m e
2. Proposed fu l l  t ime
3. A b o l i s h e d  f u l l  t i m e
4. Mobilized components

2-48. Flow chart symbols represent what
elements?

1. Dec is ion  po in ts
2. Q u a n t i t i e s  a n d  p o s i t i o n s
3. Funct ions  and d i rec t ion  o f  f low
4. Dev ices  and d i rec t ion  o f  mot ion

2-49. How shou ld  you i l lus t ra te  the  use
o r  c r e a t i o n  o f  m u l t i p l e  f i l e s  i n  a
f low char t?

1. Use ar rowheads a t  the  po in t  o f
e n t r y

2. Use symbols with the
a p p r o p r i a t e  t e x t

3. Use symbols in an overlay
p a t t e r n

4. Use numera ls  to  ind ica te
m u l t i p l e s

2-50. How should you draw the symbols on
a  f l o w  c h a r t  t o  i n d i c a t e  t h e
d i r e c t i o n  o f  f l o w ?

2-51. When you are laying out a f low
c h a r t  u s i n g  t h e  f l o w c h a r t  t e m p l a t e ,
how should the symbols be drawn?

1. R i g h t  t o  l e f t
2. Centered on the  paper
3. Wi th  a  l - inch  marg in  a l l  a round
4. Wi th  equa l  d is tances between

symbols

2-52. F o r  p r e s e n t i n g  s t a t i s t i c s  i n
comparisons, fo r  convey ing
in format ion , and fo r  ana lyz ing
da ta , wh ich  o f  the  fo l low ing too ls
are  most  usefu l  to  you?

1. Graphs
2. Flow charts
3. Organ iza t ion  char ts
4. A l l  o f  the  above

2-53. T o  d e s i g n a t e  t h e  p o s i t i o n  o f  a
p o i n t  i n  r e l a t i o n  t o  a  g i v e n
re ference f rame,  you shou ld  use
what device?

1. A rec tangu lar  coord inate  graph
2. A percentage char t
3. A bar  char t
4. A p ie  char t

2-54. In  what  way are  the quadrants  o f  a
rec tangu lar  coord inate  graph
numbered?

3. Along the x and y axes
4. N u m e r i c a l l y  f r o m  r i g h t  t o  l e f t

1. Clockwise
2. Counterclockwise

1. Top to bottom only
2. L e f t  t o  r i g h t  o n l y
3. Top to  bo t tom and le f t  to  r igh t
4 . R i g h t  t o  l e f t
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IN ANSWERING QUESTIONS 2-55 THROUGH 2-57,
REFER TO FIGURE 2A.

Figure 2A.

4-55. Which  o f  the  fo l lowing coord ina tes
represents  po in t  R?

1. ( -2 ,  - 2 .2 )
2. ( - 2 ,  2 .2 )
3. (2 .2 ,  - 2 )
4 . ( - 2 .2 ,  - 2 )

2-56. Which  o f  the  fo l lowing va lues
ass igned to  the  x  and y  coord ina tes
locates  po in t  Q?

2-57. What  are  the  va lues o f  coord inates

3. x = .8 , y = 1 .6
4. x = - . 8 , y = -1 .6

1.
2.

x  =  1 .6 , y = -1 .4
x  =  - . 8 , y = 1.6

x  and y  fo r  po in t  P?

1. x = 2 .5 , y = -1 .4
2. x = -2 .5 , y = 1 .4
3. x = - 1 . 4 ,  y  =  - 2 . 5
4 . x = - 2 . 5 ,  y  =  - 1 . 4

2-58. T o  i l l u s t r a t e  s u c h  t h i n g s  a s
compara t ive  cos ts  and quant i ty ,
what type of graph should you
chose?

1. Rectangu lar  coord inate  graph
2. Percentage char t
3. Bar graph
4. P ie  cha r t

2-59. When construct ing a bar graph, what
s t e p  s h o u l d  y o u  t a k e  f i r s t ?

1. D e t e r m i n e  t h e  s c a l e
2. S e l e c t  t h e  p a g e  s i z e
3. Determine the re ference f rame
4. Determine the  length  o f  the

b a r s

2-60. Af ter  you determine the re ference
f rame for  a  bar  graph,  what  shou ld
be your  nex t  s tep?

1. P l o t  v a l u e s
2. Se lec t  t he  pape r  s i ze
3. F i n d  a  s u i t a b l e  s c a l e
4. Choose appropriate axes

2-61. When a bar graph is drawn on the
r i g h t  s i d e  o f  a  s h e e t  o f  p a p e r ,  f o r
what  are  the  marg ins  a t  the  s ides
of  the  sheet  used?

1. D i s t ance  sca les
2. Add i t iona l  bars
3. T h e  t i t l e  o f  t h e  g r a p h
4. Exp lanatory  no tes  and f igures

2-62. When se lec t ing  a  sca le  fo r  the  y -
a x i s  o f  a  b a r  g r a p h ,  w h a t  a c t i o n
shou ld  you take  be fore  p lo t t ing  the
va lues?

1. Use  an  eng inee r ' s  sca le
2. F i n d  t h e  l a r g e s t  v a l u e s  t o  b e

p l o t t e d
3. Add add i t iona l  va lues  to  the

l a r g e s t  v a l u e
4. A l l  o f  the  above
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2-63. When comparing several related
percentages, what  type o f  g raph or
char t  shou ld  you use?

1. P i e  c h a r t  o n l y
2. P e r c e n t a g e  b a r  c h a r t  o n l y
3. P ie  char t  and percentage bar

c h a r t
4. Ba r  cha r t

2-64. What  to ta l  percentage does each bar
i n  a  pe rcen tage  ba r  cha r t
r ep resen t?

1 . 1 0
2. 100
3. 360
4. The va lue o f  each i tem

2-65. When lay ing out  a  p ie  char t ,  what
information do you determine by
mul t ip ly ing  the  percentage o f  each
segment by 3.6 degrees?

1. Pe rcen t  o f  each  sec to r
2. Number  o f  sec tors  in  the  char t
3. Number of degrees in each

s e c t o r
4 . Percent  o f  degrees in  each

s e c t o r

2-66. In what appl icat ion method do you
app ly  rubber  cement  to  the
unders ide o f  a  p iece o f  a r twork  and
m o v e  i t  a r o u n d  t o  p o s i t i o n  i t ?

1. Spray method
2. Thinner method
3. Wet mount method
4. Dry mount method

2-67. When mounting art  with rubber
cement, what should you do to
p r o p e r l y  a l i g n  t h e  a r t  o n  t h e
board?

1. Use  reg i s t e r  ma rks  t o  cen te r
t he  a r two rk

2. U s e  a n  o l d  t r i a n g l e  t o  s l i d e
the  a r two rk

3. Use a  nonreproduc ib le  b lue
p e n c i l  t o  m a r k  t h e  p o s i t i o n  o f
t he  a r two rk

4. P l a c e  t h e  a r t w o r k  d i r e c t l y  o n
the  mount ing  board  wh i le  s t i l l
w e t  a n d  s l i d e  i t  a r o u n d

2-68. When mounting artwork using the
rubber cement method, what act ion
should you take when the artwork is
proper ly  pos i t ioned?

1. Remove the excess cement
2. P r e s s  t h e  t o p  o f  t h e  a r t w o r k

f i r m l y  t o  a n c h o r  i t  t o  t h e
board

3. U s e  a n  o l d  t r i a n g l e  t o  p r e s s
t h e  a r t w o r k  f l a t

4 . Draw a scale down the artwork
t o  p r e s s  i t  f l a t  t o  t h e  b o a r d

2-69. What implement should you use to
remove the res idua l  cement  and d i r t
from the surface of newly mounted
artwork?

1. A kneaded eraser
2. Rubber. cement thinner
3. Rubber cement pick-up
4. The end o f  your  f inger

2-70. What  feature  o f  the  ar twork  you are
mounting with rubber cement should
prompt  you to  use two s l ip  sheets
u n d e r  i t ?

1. I t  i s  t o o  l a r g e
2. I t  i s  t o o  s m a l l
3. I t  i s  t o o  f l i m s y
4. I t  i s  t o o  v a l u a b l e

2-71.

2-72.

W h a t  c a u s e s  b l i s t e r i n g  i n  a  c o l o r
photograph mounted by the dry hot
press  techn ique?

1. Temperature  set  too  low
2. Temperature  se t  too  h igh
3. Temperature  set  a t  200 degrees
4. Over lapp ing adhes ive  layers

underneath  the  photograph

When, i f  e v e r , should you use a dry
mount press to mount artwork
containing wax-based products?

1. Always
2. Only  when a  s l ip  sheet  i s  used
3. Only  when the ar twork  is  face

down in  the  press
4. Never
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2-73. When using the dry mount press,
w h a t  s h o u l d  y o u  d o  i f  i t  r e q u i r e s
two sheets  o f  adhes ive  lay ing  s ide-
b y - s i d e  t o  a d h e r e  a  p i c t u r e ?

1. Over lap  the  sheets  and fo ld  the
edges under  so  they  do  no t
ex tend beyond the  borders  o f
t h e  p i c t u r e

2. Leave a space between the
s h e e t s  a n d  t r i m  t h e i r  e d g e s
even wi th  the  borders  o f  the
p i c t u r e

3. O v e r l a p  t h e  s h e e t s  a n d  l e t
the i r  edges ex tend beyond the
b o r d e r s  o f  t h e  p i c t u r e

4. Leave a space between the
s h e e t s  a n d  l e t  t h e i r  b o r d e r s
ex tend beyond the  p ic tu re

2-74. When you are using a dry mount
p ress , t h e  c o v e r  o r  s l i p  s h e e t
serves what purpose?

1. As a mounting surface
2. As an add i t iona l  adhes ive
3. Keeps the face o f  the ar twork

and press  bed c lean
4. Keeps the mounting board and

the  a r two rk  c l ean

2-75. What adhesive qual i ty should you
consider when mounting or iginal
ar twork  to  a  board?

1. S t i n k
2. Process
3. A v a i l a b i l i t y
4 . D e t e r i o r a t i o n
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